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SCHEDULE -

NO. £0- 26

Commission Hall of Records Commnsslon mfi 1. |
Requesting Agency 2. Division or Bureau of Requesting Agency

FREDIRICK COUNTY 'REGISTIR OF WILLS

A

addit

Dispose of present occumulation. No -

pated. Records have ceosed to have value

3. Authorization Reqdested (Check only one of the squares below) .

. R . C
Establish retention schedule for re-

B
a cords for which there is a continuing
accumulation. The records will cease to

Originals if
retained for the

ional accumulation is antici-

Microfilm

ond destroy originals,
not microfilmed would be
period of time indicated.

File Arrangement: -'-Alphabetical
Annual Accummlationt: 1/4 cubic foot
Diaposable hmounts L 1/h cubic feet

This file c0n818t8 of corresmpdenoe with individnals, attorneys,
varicus stute snd county agencies, etc., concerned with the func-
tions of the office. Correspondence relsting to decedents 1s fi3ed
separately in the appropriste estate folder which is retained per-
manently, - : '

4

RECOMMENTATIONS nmm FOR FIVE masymn-m DESTROY.

to warront retention. have value to warrant their retention after
the period of time indicated.
4. 5. Description of Records 6. Recommendation
't Descnbe records accurately. Include title, form number, size of documents, of Hall of Records
Nem work or activity to which the records relote inclusive dotes and qucntlty and Board of Public
°. (cubic or linear feet). Show recommended retenhon period. Works.
1 CENERAL COHRESFORDINCE
‘. . Gpnaneg Mastop |
Quantitys 9 cubic feet Reesrde, Compmricnaion
- Datest 1909 « -

X

2. | RECEIPT BOOKS .-
Quanti.tyi '3 cuble foot ?A"‘ Satl 7
. Datess 932 = = - ' Ccorate. W
~ File Arrangements - Chmologzcal d :
“Annual Accumlations - less than 1/k cubic foot
Disposable Amcunts cubic feat
: Audited by: S'cate R ' o
A pre-nurbered receipt is prepared in triplicate for any money -
recoived by the Reglster of ¥ills. The copiles of the receipt are
distributed as followss i
7. Agency, Pivision or Bureau Repr ftative

S L

-

Sign& re Title

+ Date

: hedule i
ecords Commission. »°

[/5’/5 5

Authorized os Indicated in Col. 6 by Holl of

e 5690

Disposal Authorized as Indicated in Col
Public Works.

JUN 55 M e e aa e\
13 1353 /Q

6 by Board of

.-Date Archivist Date ~——

Secretary

7
A
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5. Description of Records
Describe records accurately. Inciude title, form number, size of documents,
work or activity to which the records relcte inclusive dotes and quontaty
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

3.

1, Original (white) - payor
- 2+ Yellow carbon = filed in estate papers.
"3, Blue Carbon ~ remains in receipt book.

The recommendation below applies to
folders. . .

RECOMMENDATIONS

cmns not. £4led in eatate

REYATH FOR TERZE YEARS OR ONPIL AUDITED, Wl ICHEVER
IS IATIR, AND THEN DESTROY.

ADHINISTRATIVE ACCOUNTING RECORDS

Quantityt
Dates: 1929 = -

Pile Arrangements Chronological :
Anmal Accumulation: % cubie foot -
Disposable Amount: 8% cubie feat :
Audited by State .

The folloming acecunting reoords arogrouped togather in erxvelopes
for audit purposes, with the exception of the check stubs which are
stored separately., The transactions thay concern are recorded in
the Cash Book and Ledger, which are the pemanent financial records
of ths Register of B’ills' offica.

" Canseled Checks, Bank Statements, Bank Books, Deposit Slips,
and Check Studbs

Paid involces and bille for office éuppltea and services .
necessary in the operat.ion of the office.

Eont.h’ly and Amual Bepwts te the State Ocmp‘broller. ~

copieaofpawmmandsnmortﬁngmte aenttothe Eo-
ployees! Retirement System.

Reteiving Warants from tho State Treasurer

- Authorizations from the Comptroller to make refunds, umsual
.parchases, or increases in aslaries

Reqei.pta given to the Register of Wills

RECOMUERDATIONs RETAIN FOR THRFE YEARS OR UKTIL AUDITED, VHICEENFB
I8 wm, AND THEN DESTROY.

. ARGV
. ' BOARD o v 1g
- . Date JUN 55

10 cubic feet . J

D BY
WORKS

...........




